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POLICY NUMBER: 100.25 

POLICY NAME: CELLULAR TELEPHONE ISSUANCE AND USE 

 

POLICY: 

It is the policy of Hopkins that as a condition of employment, certain employees may be required to 

carry a personal cell phone to help ensure that necessary communications will take place between staff 

members in the following situations:  

 

1. During emergencies; 

2. Where the employee is off-site, out of state, and/or conventional phones are not 

readily available or are impractical; 

3. When the employee needs to be readily and consistently accessible both on and 

off duty. 

 

 

PROCEDURE: 

It is the policy of Hopkins that as a condition of employment, certain employees may be required to 

carry a personal cell phone to help ensure that necessary communications will take place between staff 

members in the following situations: 

  

1. During emergencies; 

2. Where the employee is off-site, out of state, and/or conventional phones are not 

readily available or are impractical; 

3. When the employee needs to be readily and consistently accessible both on and off 

duty. 

 

Procedure:  The Department Director or Vice President has the responsibly to determine when it is in 

the best interest of Hopkins House to provide cellular equipment and services to an employee. That 

determination is accompanied with the responsibility to review the continued necessity of cellular 

services, all cellular charges, and to assure collection of cellular equipment when the employee 

terminates employment or transfers to another department within Hopkins House. 

 

Employees will sign the Cellular Telephone Use Agreement, indicating the appropriate option as 

required by their Department Director and approved by the Vice President.   
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Safe use of cell phones (and direct connect radios) is of the utmost importance.  Precautionary 

measures should be used if it is necessary to use the cell phone while driving.  It is suggested that the 

speakerphone be utilized or a hands-free device be purchased.  Under no circumstances are employees 

allowed to place themselves and others at risk to fulfill Hopkins House business needs.  Employees who 

are charged with traffic violations resulting from the use of a cell phone while operating a motor vehicle 

will be solely responsible for all liabilities that result from such action.  Cellular phones may not be used 

to defame, harass, intimidate or threaten any other person or persons.  Employees are prohibited from 

using their cell phones in any illegal, illicit or offensive manner. 

 

Cell phones are assigned to Hopkins House employees based on a business need as determined by an 

employee’s Department Director. A Hopkins House issued cell phone should primarily be used for 

conducting Hopkins House related business. However, the Organization recognizes that sometimes a 

Hopkins House issued cell phone may be used for personal reasons. If the personal use of a Hopkins 

House issued cell phone does not result in charges that exceed the monthly minutes/cost of that users 

plan, then there is no charge to that user. When an individual’s monthly charges exceed the monthly 

plan allocation, then all personal calls for that month must be reimbursed to Hopkins House. It is the 

responsibility of each individual who has been issued a Hopkins House cell phone to review his or her 

monthly cell phone statement and reimburse the Organization as appropriate. It is the responsibility of 

the Department Director to work with their respective employees who have been issued cell phones to 

assure compliance with this policy.  

 

Reimbursements for personal calls made on a Hopkins House issued cell phone should be remitted to 

the Finance Office. Checks are to be made payable to “Hopkins House”. A receipt for payments made 

should be retained for one year.  

 

Department Directors may select one of the following options for each employee for which cell phone 

communications is deemed necessary. The Cellular Telephone Use Agreement, which includes the 

following options, must be approved by the Vice President.  Employees are required to complete and 

sign the Cellular Telephone Use Agreement.   

 

Option #1: ALLOWANCE FOR BUSINESS USE OF A PERSONAL CELL PHONE 

 

The employee will provide a personal cell phone that would be available for business use both during 

and after normal business hours.  The employee is eligible for an allowance that will cover the business-

related usage of their cell phones. By choosing this option, the employee agrees to allow Hopkins House 

to publish their cell phone number.  The Department Director will be responsible for determining the 

appropriate allowance. The following allowances are available: 
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Allowance A:  $15 per month (basic cell service for up to approximately 200 business minutes 

per month). 

 

Allowance B:  $20 per month (basic cell service for over approximately 200 business minutes 

per month). 

 

Allowance C:  $10 per month (business data services, Treo or BlackBerry).  This allowance is in 

addition to allowances A or B. 

 

It is anticipated that most employees authorized for cell phone allowances will be authorized for 

Allowance A.  An authorization for Allowance B should be based upon an extraordinary need by the 

employee for cell phone use, as determined by the applicable Director.  The allowances will be paid 

monthly (one time per month) over the employee’s employment contract. The allowances (A, B, and C) 

are subject to the applicable Federal taxes (FICA/Medicare and Withholding).   

 

Each department, office or cost center budget will be charged for all the cell phone allowances paid for 

their employees. The allowance will be charged to account #4108.  Benefits for the allowance (7.65% 

for FICA/Medicare) will be charged to account #6080. Under these guidelines, a log documenting the 

business use of each employee’s cell phone is NOT necessary.  Hopkins House accepts no responsibility 

for each employee’s cell phone (or data) equipment, cell phone charges, or any charges for contract 

cancellations or delinquent payments to a cell phone provider. Each employee agrees that the cell 

phone service shall be in their name and accepts sole responsibility for paying for such service.  The 

President is authorized to grant larger allowances to certain employees based upon extraordinary need 

for cell phone communications at his discretion.  

 

Option 2: EMPLOYEE OWNED CELL PHONES AND REIMBURSEMENT 

 

The employee will provide a personal cell phone that would be available for business use both during 

and after normal business hours.  The employee may submit a log of business related calls made 

through their employee-owned cell phone in lieu of receiving an allowance. By choosing this option, 

the employee agrees to allow Hopkins House to publish their cell phone number.  It will be up to the 

employee to monitor and list all business calls made.  This must be done by maintaining a log of all 

business calls, matching them with their monthly billing and submitting their billing statement and the 

log to their supervisor for verification and approval for reimbursement.  Reimbursement will be paid 

only for verified and documented business calls made on an employee’s personal cell phone.  Each 

department, office or cost center budget will be charged for the cell phone reimbursements for their 

employees (account #8130). Reimbursements paid to employees under this option are NOT subject to 

Federal taxes.  
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Under Option 2, reimbursements are made to employees for the business use of their cell phones.  

Should a reimbursement be required, then a ratio formula should be used.  This formula will allocate 

the cost based on the number of minutes used for business compared to the total number of minutes 

used.  So, if the employee used his or her phone for a total of 400 minutes, of which 40 minutes were 

business calls, and the cost of the service was $40.00 per month, the formula would be 40/400 X 

$40.00=$4.00.  His or her reimbursement would be $4.00.  The main idea is that the cost is based on 

the minutes used, not the total minutes available.  Additionally, the business calls that the employee 

wishes to be reimbursed must be approved, verified and documented business calls and must be 

approved by the employee’s Department Director. 

 

 


